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QEROF OF TRAINING §

NOTICE
No, 1-68 11 January 19568

SUBSECT ¢ High-Level Guest Speakers in OTR Courses

RECISSIONS: {1} OTR Notice No, 6+66. Guest Speakers in OTR Courses,
dated 17 May 1966

j OTR Notice No. 10+66, Memorandum Requesting Senior
Grunst Lecturers, dated 10 Qet 1967

} Para 5, Memorandum frome DTR, Use of High-Level

Ageney Guest Speakers, dated 1 Nov 1967
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1. INVITATIONS

a. Any qualdied Agency employee may be invited to appear as a =
-’ guest speaker at OTK ~-sponsored courses. Invitations to Deputy
Directors and abave will be made by the DTR or the DDTR. Eesponsi-

25X1A bility {or inviting all other suest speakers rests with the Schoel Chiefs :
and as appropriate. Invitations -

25X1A should come fronm the Chief Instructor of each course or at a higher

b, ©Once the DTR ar the DIXTR has invited a senjor Agency official

{Deputy Director and above) to appear as a vuest speaker, the appro-

25X1A priate School Chizf or I - ! o coaxe o
memorandura to the senior official for the signature of the Director of
Training. The requesting memorandum will include areas to be cover-
ed by the speakeyr and a background summary of the students in the
class {(GE grades. breakdown by directorates and any pertinent char-
scteristics of the group).

c. Appropriate courtesies will be extended to all hizh level guest
speakers., When the Director or the DDCE visits any OTR course either
at Headquariers or Glebe Road, the DTR or the DDTR will escaort him
to the classroam. Likewise, the D'I'R or the DOTR will normally wel-
come the Executive Direcior or any Deputy Director who makes a
guest appearance at the Glebe Road building. Whenever possible,
School Chiefs will arrange to grewt other high level guest speakers and
introduce them io the classes. ) '

Z, PLANNING AND REPORTING

s = s

. a4, Fach Schoal* will keep a central roster of all
scheduled or prospective hizh<evel guest speakers who are slated to
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foehoni,  This tndoyraniion i
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£orE oo e ny
use of each ae-‘glo**i EY :r'ﬁ shouid be projecied for six ).’1’,1(;55-.’.&'12‘2!’13(, LT
the attachmeant o this Wotice for the identification of guegt gpealare
in. the "high level" category., Lists -will inclede the s:os"\km*“' ¥ e,

name of the eourse in which he will speak, and the date or anprocirna:
date of his appearance.

b, Each Scheol |G i1 submit 2 monthly sy o

high-level guest speakers to the DTR via the Repistrar by the 257k
each month which incledes all bigh-level speakers scheduled to "*zme-:aﬂ,r
during the following month, The first revort is due 25 Januawy 19

1

Y

©. A highalevel speaker forecast for the first six months of I
hag already bean submitied by the Schools ||| TGN = -
20th of May 1968 and each si- menths thereafter, each Sehool and she
will submit additional six-month fora.
casts of high-level guesi speckers to the DTR via the Registrar
information to be included paraliels what iz called for in the lzst son
tence of paragraph 2 a alove, The next foracast is fox the peviod
July=December 1968,

d. The Registrar will prepare a consclidated siz-month S
forecasi £ TR bascd on information submitied by the Scho
The Repistrar will also review the monthly jisis

and report any significant trends to the TR,

¢. Potential problems mreated by the duplicate sch eduling or

vessive use of any one guest speaker will be minimized by continuonsz
covrdination between the School Chiefs. School Chisfs should he a
of ;@jmssxble problem areas. O

“lose coerdination will enhance this
aess and will provide an opportusity to solve any speaker-usz drnh-
leris before they become acute,
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a, The Registrar will Eeap a list of high leve! Speakers after ihe

fact, Information will be extracted from sach end of course x‘eep{nri
and will include statistics from 2 January 1968 onward. School Chiofs
wilt ensure that ecch end of course
report reilecis the actual spealkers at that course,

b, Information te be recorded by the Registrar is: Name of spesl
his official position, name of course af Whi,ﬂ:th he spoke, and the date o
his presentation,

¢. These statistics will be kept by fiscal year. Records for the
previous fiscal year will be destroyed six months after the end of the
fiscal year,
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